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Educational Visits Policy 
Reviewed by NDR in Apr 19 | Next Review Date: Apr 20 
 
This is a whole School Policy including Prep, Pre-Prep, EYFS, After School Care and Holiday Club 
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1. Introduction 
 
This Policy refers to Health and Safety on Activities Outside School (Regulation 3.(2)(c) of DCFS Guidance 
and Health and Safety of Pupils on Educational visits (HASPEV)) 
 
2. Responsibility for visit 
 
The responsibility for the visit shall be the member of staff in charge of the visit who will have completed a 
risk assessment and travel documents and handed them to NDR or the Headmaster for checking and 
signing. The pupils’ behaviour shall be the responsibility of all the designated staff on the visit but under the 
overall control of the member of staff in charge. 
 
3. Planning Visits 
 
A visit shall firstly be permitted by Mr Lockett for visits for the Prep school and Mrs Green for the Pre-Prep. 
 
Once permission has been granted, a risk assessment shall be carried out for the visit. The forms are in the 
Resources Room. The completed form shall then be given to NDR or the Headmaster for checking and 
signing. Any medical requirements for the visit will be dealt with by FM or FC (school nurses). This will 
include travel sickness tablets, sickness bags and tissues. Any other individual medication that is required 
will also be given by FM or FC. The purple folder with all Medical Consent Forms must be taken. First aid 
equipment will also be given by FM or FC. The travel document must be filled in and posted on the 
appropriate hook on the board in the Resources Room.  
 
If there are any changes to the pupils traveling on the transport at any stage of the trip then the school must 
be contacted in order for the transport document to be amended. 
 
4. Supervision 
 
All staff supervising on the visit will be Abberley Hall staff who will have been DBS checked. If the visit 
includes assistance or instruction from staff not from Abberley Hall then it must be established that they are 
official staff from the visit provider and that they are DBS checked. It must be established that there are 
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sufficient staff for the number of pupils taking part in the visit. This ratio will be checked and permission given 
on an individual visit basis by NDR or the Headmaster. 
 
For the Pre-Prep and EYFS the following should be adhered to: 
 

• All vehicles should have adjustable seatbelts or booster seats (according to height restriction) 
• No children should sit in the front seat 
• Children/staff ratio as follows: 

o Children between the ages of 2 and 3 = no less than one adult to 4 children. 
o Children aged 3 and over – 1 adult to 6 children 

• Seating plan of minibus/coach 

5. Safeguarding Children during Offsite Visits 

Two main areas that leaders need to pay particular attention to throughout planning and evaluation process: 

• Child protection procedures and arrangements	
• Safe and appropriate working practice by staff and volunteers	

Child Protection procedures and arrangements  
(This should be read in conjunction with the Child Protection Policy)  

•  Offsite visits of any duration, present less formal situations where children and young people are 
away from the immediate school/establishment and home environment. This applies particularly to 
residential, but also to shorter visits. In these situations the atmosphere can be more informal and 
provide opportunities for children/young people to make disclosures of a Child Protection nature to 
staff or peers. 	

  
•  By the nature of some of the activities and residential arrangements involved in offsite visits there 

may also be situations where evidence of abuse is noticeable. 	
  

•  It is important therefore that all staff are aware of the basic ‘signs and symptoms’ of abuse and 
neglect and understand how to respond to concerns and disclosures made by children/young 
people. It is recommended that all staff involved in offsite visits (and volunteers who assist with 
residential visits) have completed the ERSCB / LA online CP training. ‘Awareness of Child Abuse & 
Neglect’ as a minimum. 	

  
•  All adult leaders should be aware of the procedures for reporting concerns observed or     

disclosures made to them on to the group leader or designated member of staff. 	
  

•  This includes the procedures for responding to allegation of abuse made against members of staff 
and volunteers or other children/young people.	

  
• Arrangements must be in place for concerns to be referred back to the appropriate school contact if 

necessary so that a decision can be made about how to respond to the concerns. 	
  

•  The school contacts must be aware of the referral process to the LA Duty Team and have continued 
access to the relevant contact numbers regardless of school session times. 	

  
•  All children should be made fully aware of the arrangements and procedures that they need to 

follow to keep themselves and others safe, and what is appropriate behaviour. They should also be 
made aware of the ways in which they can seek advice or help in situations they are concerned 
about 	

  
•  Risk assessments should take account of any sites visited that are shared by members of the public 

to ensure appropriate supervision. 	
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Vulnerable and Challenging Pupils  
•  It is important that the Visit Leader is aware of any children who are for example subject of a Child 

Protection Plan (where there are current concerns of a Child Protection, emotional or related nature 
that may place them at increased risk). As a result the child may require increased support or 
monitoring in certain situations.	

 
 

6. Preparing Pupils 
 
Pupils will be informed of the nature of the planned visit in order that they can assemble the necessary 
equipment and clothing. Timings will also be notified in advance so that pupils may inform other staff 
members of absences (music lessons and other lessons). Any special or specific medical or dietary needs 
will also be established at this stage. 
 
7. Communicating with Parents 
 
Parents will be notified of any visit. For many visits this will be in the form of the school calendar and the 
school website (e.g. sports matches and theatre visits). For visits that are not of this routine nature consent 
forms will be sent to parents in order for them to sign and give consent for the visit. 
 
8. Planning Transport 
 
Transport will be either in the school minibuses or VW or by hired coach. The minibus must be 
booked with the transport coordinator’ Simon Bee. If a coach is required then the transport coordinator, 
Simon Bee must by notified and they will book a hired coach (numbers and accurate timings must be given). 
 
9. Insurance 
 
The school insurance policy will cover all routine visits. If the visit is of an exceptional nature then the 
insurance status must be checked with Rachel Payne (Accounts Bursar). 
 
10. Types of visit 
 
Abberley Hall undertakes a wide range of Educational visits. Many are of a routine nature but some happen 
infrequently. The following types of visits take place: 
 

• Sports fixtures 
• Theatre and concert visits 
• Optional Weekend visits organized by SB/MR (e.g. theme parks, sports matches, quad biking, high 

ropes courses, camping trips) 
• Educational Visits (e.g. History, Science, Techniquest, music days at other schools) 
• Gordonston Challenge 
• Top Year London Trip 
• Chalet visits in France 
• Oversees tours 

 
11. Visits abroad 
 
Year 5 and Year 7 visits to the Chalet in France. SBB organises the visits. G Thomas runs the Chalet in 
France. All risk assessments are carried out in France. Members of the Abberley Hall staff 
accompany pupils to France and work with G Thomas. 
 
Overseas tours. South Africa rugby and hockey tour in Easter holidays every other year (2020 next tour): 
NDR leads the tour with three other Abberley Hall staff. All of the above points are covered i.e. responsibility, 
planning, supervision of pupils, preparing the pupils, communicating with parents, planning transport, and 
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insurance. 
 
Skiing Trip. James Beswick leads the skiing trip. Th last one was April 2019 
 
12. Emergency Procedures 
 
A mobile phone number is always given on the transport document so that those on a visit may be 
contacted. 
 
The school number is used in case of an emergency or NDR’s or MB-T’s mobile numbers which are on the 
Transport Document.  
 
The purple medical folder is always taken with signed In Loco Parentis forms from all parents and all medical 
details including allergies and doctor’s details of pupils on the form. 
 
NDR  Nigel Richardson 
FM  Fiona Mackay 
FC Fiona Clarke  
M B-T  Matt Bennett-Tomlin 

 

This is an all School Policy including Prep, Pre-Prep, EYFS, After School Care and Holiday Club 


